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VERTICAL EXPANDING FORMS FILE 

Many offices are faced with the problem of how to best file forms for 
reduced storage space and easy retrieval. Some offices use standard 
correspondence filing cabinets, which is contrary to GSA regulations; 
some use horizontal shelves with small compartments for each form; 
and others use plain horizontal shelving with no dividers. Expansion 
and contraction in filing by the addition and deletion of forms proves 
to be cumbersome with the use of the horizontal method. 

A practical and convenient answer to this problem was recently submitted 
as an employee suggestion which the PSC, Branch of Management Analysis 
endorses as explained in this technical note. 

Vertical Expanding Forms File as 
installed in the Idaho State Office 





The suggestion is to use alegnisit x f4 3/4", with 31/2 
fonts in. (GSA Stock No. ?”0-285 2910,^ sequence by issuing office 

expansion.) They are in m open shelf storage cabinet or 
or agency and places vert Y stan(iard, Optional, Civil Service, 
areat Issuing office being ^ identified by a 
Bureau, Service Center, State Office, identification tabs used 
separate colored identification tab No. 7510-285-S800, 
were standard GSA stock items. (Tor examp ^ both sldes 0f 
"finch, orange.) The formnutber is made vis^ ^ posslble 

the upper portion of the filing J side. in some cases, the tabs 

fyi&£Td th^nutber as well as the name of the font 

have been put on them. 

By filing the 
5 previously filed forms. 

When it requires raire than - mgg^kets 
stock of individual forms, a card is jacket is made and 
stS is located.. In case of large for*. ^film^ ^ pIoven veiy 

a card inserted giving the location 

minimal. , ^   
c Cr\v»jo ^ 11in0 i *5 ths tx^onisri** 

One of the greatest benefits to under the horizontal 

w»=“sHt srs.^» sssrur- -tu- 
to 9 1/2 square feet. 




